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3. Authorization Requested (Check only one of the squares below).

I~" Dispose of present accumulation. No
additional accumulation is antici-

pated. Records hove ceased to have value
to warrant retention.

B

H Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.
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1 .

•

J

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

TRANSPCRTATIOH REPORTS • "

Size* 8J« x 13"
Quantity! 13 drawers (26 cubic f e e t )
Dates* 19U9
F i l e Arrangement* By year and alphabetical therein
Annual Accumulation* 2 drawers (U cubic f e e t )
Disposable Amount* 18 cubic f e e t

The Divis ion requires transportation companies t o f i l e monthly
reports indicating shipments of a lcohol ic beverages i n t o , out of,
and within Maryland* The following forms are used for t h i s purpose.

22AB - Alcoholic Beverages Transportation Schedule "A" - 8hip-
) marts within Maryland
1 23AB - Alcoholic Beverages Transportation Schedule "B" - Ship-
/ ments out of Maryland
( 2liAB - Alcoholic Beverages Transportation Schedule BC* - Ship-

aents in to Maryland

These three forms show date of consignment, shipper,
receiver , kind of beverage, number and Igrpe of con-
ta iners , and invoice number*

21AB - Alcoholic Beverages Transportation Report - shows t o t a l
number of d e l i v e r i e s in three categories for the month

EECOMHENDATIcnt RETAIN FCR THREE TEARS AMD THEH DESTROI.

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Agency, Division or Bureau Representative
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Ctiltf CLEBK AICOHOLIC BEVERAGES DIVISION
A^ <J S<?snr~

s^igr/ature Title Dote

^Schedule AuthofizeaVas Indicated in Col. 6 by Holl of
Records Commission.

/.z/jr/sr 'Yvi^T^—^ 6-
zDate Archivist V^

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

V?r 1 P.
Date^cr^^ Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

SCHEDULE
NO. 21
PAGE
NO. 2 .

6. Recommendation
of Hall of Records
and Board of Public
Works.
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MOBTHLT REPORT Of SAI£S BT BREWER, BOTTLER OR DISTRIBUTOR

Form Ho. t 25>AB " : *
Siz«t 8i" xl3"
Dates i 19U7 - - ' t«
Quantltyi 3 drawers (6 cubic fe«t)
File Arrangement x By year and alphabetical therein
Annual Accumulations 1 cubic foot
Disposable Amountt 2 cubic feet
Auditt Internal

This report submitted by brewers is an accounting of Maryland beer
excise tax stamps, crowns and lids on hand or used during the month
The reverse of the form shows to whom deliveries were made, invoice
number, and quantities* • •

RECOMMENDATIOHt RETAIH FOR THREE TEARS AND THEH DESTROI

PURCHASE OR A C Q u T S m a W REPCKT . .

dr
\
*y

Form Ho* t 33AB
Sixei 8j« xl3"
Datesi 1950
Quantity! 60 drawers (120 cubic feet)
File Arrangementt Chronological
Annual Accumulations 12 drawers (2U cubic feet)
Disposable Amounts $& cubic feet

A*-

This nonthly report is filed vith the Division by the retailer. All
liquor purchases* excluding beer and wine, are indicated an the
fora* Information noted ist date of purchase, invoice number.
from whoa purchased or received and the address, and the amount
purchased - reported la gallons.

BBCGMMBHDATIGRs RETAIH FOR THREE TEARS AHD THEN DESTROT. r v

VHOI£SALSRS MORTHLT REPOBTS DEC
Dale

\ 3 1?35

Sixes 8£" x 13* r\yr^ ̂
Datess 19U9 - - W77y^cJ^t^>
Quantitys 6 drawers and 20 linear feet^2!rctibic feet) '
File Arrangements By year and alphabetical therein
Annual Accumulations It cubic feet
Disposable Amounts 1$ cubic feet
Audits Internal

The feras included in this file show the monthly distribution of
wines and liquors by distillers and wholesalers and an inventory
of excise tax stamps. The forms ares
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4. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

5.

3bV-AB Wholesalers1 Monthly Report, showing inventory and
deliveries of wine and liquor, and excise tax stamp
reconciliation

3k AB Monthly Report of Distillers, Rectifiers, Wineries,
Wine Bottlers and Wholesalers, showing inventory of
unfinished and finished products

3U-1 AB Excise Tax Stamp Report, shoving the monthly account-
ing of vise and liquor excise tax stamps.

3li-2 IB Finished Products Acquisition, Report of Wine and
Distilled Spirits, shoving date, invoice number, froa
when received, and amounts of vine, spirits, or
alcohol

3U-2B-AB Bulk Acquisition, Report of Wine and Distilled
Spirits shoving date, invoice number, from whoa
received, and amounts of vine or spirits*

3h-3 AB Second Sheet to Fora 3U-2B-AB
3U-3B AB Bulk Disposition, Report of Wine and Distilled Spirits,

showing date, invoice number, to whoa delivered, and
amounts of vine, spirits, or bulk rectified products.

RECOMMENDATION RETADf FOE THREE TSARS AMD THEN DESTROY

CBDER FOR MARIL&HD WIHB AHD LIQOCE EXCISE TAI STAMPS

Fora Ho.j 36 A.B.
Size* 8£" x 21" '
Dates* 1$k9 - -
Quantity* j> cubic feet '
File Arrangement* By year and alphabetical therein
Annual Accumulation* 1 cubic foot
Disposable Amount* 3 cubic feet
Audits State and Internal

This fora Is used by Manufacturers, wholesalers and county dispeaa-
eries when ordering Excise Tax staaps. It shows ti» number desired
in each denomination.

RECCMKEHDATICBT* RETAII FOR THREE TEARS CR DHTIL AUDITED, WHICHETCS
IS LATER, ADD THEN DESTROY. - ^

o
CO
CO

LU O

O

pgRB uwnr̂ *T|̂ !Bfi MOBTHLT RKPCETS

Dsi-Siset 8J" x 13"
Dates* 1SU6 - -
Quantity* 6 drawers (12 cubic feet)
File Arrangeaentt By year and *iphatwt.̂ <»ni therein
Annual Accumulationt 1^ cubic feet
Disposable Amount* 8 cubic fe«t
Audit* Internal

W(>KKS

fa*crei»rf



.«ll of Racords
Commluion

,/»—- (fa JOK-Lk^lEST FOR RECORDS RETENTId^- SCTJDULE
(Continuation Sheet)

SCHEDULE
NO. 21°.
PAGE
NO. U.

« em
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

7.
j

6.

File include*! ' • •

37 A.B. Monthly Beer Report, showing amounts and from whoa
purchased, breakage and leakage, sales to retailers,
sales to wholesalers indicating name of purchaser*
All amounts are given in case lots indicating sis*
of containers or kegs.

37-1 A.B. Monthly Sales of Tax Paid Beer Delivered to Federal
Reservations shoving date, delivery ticket number,

. to whoa delivered, and quantities• .,.

RECOMMENDATION! RETAIN FOR THREE TEARS AMD THEN DESTROY.

CLAIM FOR REFUND OF TAX ON BEER DELIVERED TO AMD CONSUMED C£
FEDERAL RESERVATIONS.

4\Form Ho* i 1*2 A.B* .
Sizei 8|* x 13"

\ Datesi 19U2 - -
; Quantity! £ drawers (10 cubic feet)

File Arrangement i Chronological
Annual Accumulation! 1§ cubic feet
Disposable Amounts 6 cubic feet
Audits State

Form shows date, delivery ticket number, nans of seller, and quanti-
ties. The Maryland beer tax is refunded to purchasers of beer to
be used on Federal Reservations.

RECCMMENDATIOH! RETAH FOR THREE 1EARS OR UHTH, AUDITED, WHICHEVER
IS.LATER, AND THEH DESTROY. > , , ; .

OVER THIRTY-DAT REPCRT AHD CLEARANCE REPORT ?.r '

Sire! 3» x $•
Dates! 19U6 - -
Quantity* 2$ drawers plus 8 cubic feet

Dale DSC 1 X) IS

'<-l>
T File Arrangement! By year and alphabetical therein

Annual Accumulations 1 cubic foot
y Disposable Amounts 8 cubic feet

The Over 30 Day Report is submitted to the Division by manufacturers
or wholesalers having outstanding bills of 30 days duration* It
shows the trade none, owner and address of the fin owing the un-
paid obligation* The amount of the bill is also given*

The Clearance Report, also submitted by the manufacturer or whole-
saler, shows the sans information with the addition of the date
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PAGE
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

9.

",
o-

10

'**:.»the bill was paid*

RECOMMENDATION t RETAIN FOR THREE TEARS AND THE* DESTROY. l

MASTER SCHEDULES O? PRICES • . .-.

Siset 8J» x 13*
Date«t 1951 - -

-• Quantity! $ drawers (10 cubic feet)
File Arrangementi Alphabetical in 3 month groups to JtOy 1$$\

and 6 montli groups thereafter
Annual Acctnralatioai 2 cubic feet
Disposable Amount» i| cubic feet ' t ••

• *. .

The following foras aust be submitted to the Comptroller by the
indiTiduals indicated on the f oral

281 A.B. Master Schedule of Distilled Spirits and/or Wine Prices
Applicable to Class B Retailers; submitted by whole-
salers, shows conditions of sale, brand name, size of

'^y bottles, number in carton, age, proof, and base price.

29$ A.B. Supplemental or Amended Schedule (to Fora 281 A.B.),
shows the same inforaation as the Master Schedule vLth
the addition of the new base price.

•
282 A.B. Master Schedule of Distilled Spirits and Vine Prices
J ~̂~ Applicable to Class A Wholesalers! submitted by manu-

facturer, wholesaler, or non-resident dealer j shows
brand nane, size of bottle, number in carton, age,
proof, and base price.

29£-l A.B.Supplemental Schedule (to Fora 282 A.B.) shows the same
information as the Master Schedule with the addition
of the new base price.

BSCOHXaOATXOBt RETAIM FOR THREE TEARS AHD THEN DESTBOX.

T̂CrfltSK FXI£

Quantity! $ drawers (10 cubic feet)
Site* &!• xl3»
Datesj 1933 - -
File Arrangements Alphabetical
Annual Accumulationi less than J cubic foot
Audits State

B ' ) • - • •'••

Date PEC. 1 3 1955

Manufacturers, wholesalers and distributors of vine, beer, and
alcoholic beverages S T S licensed by the Division. All licenses
snst be renewed annually. The file includes the following records t

o

ce oc

,(;KKS
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1 1 .

if-

«r

12

7 AB Application for License - Manufacturer, Wholesaler, or
Distributor

7-3 AB Occupational Record - submitted by individual or partner-
ship applicants only - shows the
last 10 years' employment record

7—U AB Statement of Finances .

The above three forma are submitted at the tins the original appli-
cation is made*

8 AB Application for Renewal of Alcoholic Beverage License (annual )
9 AB Application of Railroad, Steamship Company, or Airline

Company for beer, beer and vine, or beer, vine and liquor
license.

10 AB Application for one of the following permits t transporta-
tion, individual storage, public storage, public storage
and transportation, non-resident dealer, import and export.
Correspondence
Band
Complaints
Investigation Reports.

Article 2B, Sec. 138 of the Annotated Code of 1?£1 requires the
Comptroller to "keep an accurate record of every license Issued or
approved... and «*• an accurate record of all revocations, suspen-
sions and cancellations of licenses and of all restrictions im-
posed upon any license, with a brief notation as to the cause for
such action.••"•

RECOMMEHDAIIOTt RETAIH PERMAHERTLT-

1PPLICATI0N FGR BULK SALES PERMIT
' "i! .> ̂

RO

Oate DEC O 1" CForm Ho.i 10-3 AB
Sizet &i" x U "
Quantity! 7 drawers (Ifc cubic feet)
Dates* 19hh - -
File Arrangements By year and alphabetical therein
Annual Accumulationi $ drawer
Disposable Amounts 10 cubic feet

Application of licensee to dispose of total stock. The applicant
can only sell to another licensee. The nans and purchaser of the
stock is shown on the application. A complete inventory of the
stock being sold wast accompany the application*

RECOTOGXDATIGNi RETAIH FOB THREE TEARS AMD THEV DESTROY.

AUDIT FILE

Sisei 8$* x 13" (continued)

CO
CO

IJJ O
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5. Description of Records
Describe records accurately. Include t i t le, form number, size of documents,
work or activi ty to which the records relate, inclusive dates, and quant i ty
(cubic or linear fee t ) . Show recommended retention period.

6. Recommendation
of Hal l of Records
and Board of Public
Works.

X 13.

ft Jf

1 Datest 153b
•*•*;• Quantlty-i 11 drawer* (22 cubic feet) • ;

. Pile Arrangement i Alphabetical
Annual Accumulation i 1 cubic foot . .
Disposable Amount i 1$ cubic feet

All licensees - manufacturers, wholesalers, breweries, distillers,
crown manufacturers, railroads, etc. - are audited periodically by
Division auditors. Records in the file ares

53 AB Inventory Sheet <.•-,• ,v; ; ' '_,!. • ' . - ''.'
$U AB Inventory Sheet *: ." ' ,• . ,'.; ;'-

Related audit work papers regarding production, sales,
taxable and nan-taxable products, stamp reconciliation, etc.

73 IB StBmnary of Audit
Corrsnent by Audi tor | any bookkeeping errors, arrearages,
violations, etc. are noted in the Comrvsnts. Corrective
action is taken immediately by the Division and the
company* Major adjustments required by the Division are

^ noted in the License File and become, therefore, a natter
*\ tf~ of permanent record (See Item 10).

BECOMMEHDATIONt RETAIN FOR THREE TEARS AND THEN DESTEOT.

HCRTHLT REPORT CF LOCAL ALCOHOLIC BEVERAGE LICENSING BOARD

Fora No, i 19 AB
Siaet 8£« x 13" '• t . ."
Datest 19U7 - -
Quantityi 2 drawers (U cubic feet)
File Arrangement! By county and chronological therein
Annual Accumulationt Less than \ cubic foot

Art. 2Bt Sec. 136, of the Annotated Code of 1951 requires the
local Boards of License Commissioners and the State Appeal Board
to report all actions they take regarding licenses issued, refused,
revoked, or suspended to the Comptroller. The Comptroller is far-
ther required to maintain a record of these actions*

Pursuant to this statutory requirement a monthly report showing
the license transactions is submitted to the Clerk of the Court by
the Board of License Conmissioners. The Clerk of the Court in turn
forwards a copy of the report to the Division*

RECGMHEMDATIOHs RETAIH PERHAHENTLT.

P/'
Date • •••::•- 1 «! 1S?5
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

o»

1U.

^

15.

^
lS^

16.

BKBl CROMfS AMD STAMPS FILE

Datest 1*1*7 - -
Quantity* k drawer* (8 cubic feet)
Annual Accumulations J drawer
Disposable Amount t k cubic feet
Auditi State , .

Becords in this file include i

38 AB Order for Combined Maryland and Oarrett County Tax Paid
Beer Crowns, used only in Oarrett County where a special
county tax on beer is assessed* .

39 AB Order for Haryland Tax Paid Beer Crowns and Stanzas
UO AB Order far Maryland Tax Paid Beer Stamps and Release of

Foreign Bottled Beer* . . •

These three farms show the number and denomination of crowns or
stamps ordered, by whom ordered, and to vhom delivered.

20 AB Fre-mxabered receipt form indicating payment of tax and
authorising release of crowns from the manufacturers*
inventory or stamps from the Division's inventory*

RECOMMENDATIONt RKTAIH FOR THESE TSARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AHD THEM DSSTRGT.

CHABBK OF DOMICILE PERMIT

Foralo.t 11-1 AB
Sisei 4 * x 11"
Datest 19h7 - -
Quantity! 1 linear foot

.- File Arrangementt Alphabetical
A7Ynwnl Acouml&'tioQf 1 HTwrn* î r̂ h
M>nMtbXB Awwnti Less than \ cubic foot

This permit is required of individuals moving private stock of
alcoholic beverages into Maryland tdb* used for personal consump-
tion only* An inventory of the stock Is shown and the amount
Of tax paid indicated.

EECCWMEHDATICKI RETAIH FOB THREE TEARS AND 1SES DESTROT.

EICISS TAX OW BEES.

Siset 8i* x 11"
Datesf 19U5 - -
Quanti^ri k drawers (6 cubic feet)
Tile Arrangementt By year and alphabetical
Annual Accumulationt jt cubic foot
Disposable Amount» 3 cubic feet

O
eo

^ s
^^
a- (j

o

Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

17.

/<-
T)

18.

Audits State and Internal . -, •

The following forms are Included in this files

16 AB Excise Tax on Beer, submitted monthly by licensees hand-
ling beer, summarizes the amount of beer on hand and
the amount disposed during the month, and also the
amount and to xdxan. sold, and the tax due the State is
clso shown*

16-1 AB Recapitulation of Monthly Sales of Beer, shown by size
of containers*

RECOMMENDATION* RETAH! FOR THRE2 TEARS OR UNTIL AUDITH>, WICHB7H
IS LATER, AND THEN DESTROY.

MONTHLY RETURN OP RETAIIJSR5 LICENSED BT THE COMPTROtiaR

F o r m N o . t 1 7 A B ; : : : : V •• • . • • . • . • , • • , . ' .

S i z e i fij" x 1 1 " '•••'• • . -
Dates* 1SU7 - -
Quantityi 2 drawers (3 cubic feet)
File Arrsngeraants By year and alphabetical therein
Annual Accumulation i Less than $ cubic foot
Disposable Amount! 2 cubic feet
Auditt State

The Comptroller licenses railroads, steamships, airplanes and
buses to retail alcoholic beverages while they are operating id th-
in Maryland boundaries. This form, submitted monthly by each
licensee, shows the quantities sold and the tax due*

RECOMMENDATION* RETAIN FOR THREE TEARS OB UNTIL AUDITED, WICHSVEH
IS LATER, ABD THEM DESTROY.

REPORT OF FCREIGH BOTTLED BEER . •

Form No* t 25$ AB . .
Siset 8£« x 13"
Datesi 19h7
Quantityi 1 drawer (2 cubic feet)
File Arrangementi Alphabetical
r̂innai Accumulation t Less thy» J cubic foot
Disposable Araount« 1 cubic foot
Auditt Internal

B O >. iv,.

Date DFr; 1 3 135

47K^

This monthly report is submitted by the importer or agent of
imported foreign beer* It shows date of shipment, release number,
where delivery will be made from, Maryland licensee receiving
shipment, and quantity of shipment* The Maryland tax most be
paid before foreign beer can be shipped into the State.

BECCMHEHDATIQgi RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER

o
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5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1?<

st

20

Manufacturers of crowns and lids must submit this monthly report,
which shows the inventory on hand, ths number processed, the nuriber
delivered, and to whoa delivered* .

RECQMHEHDATICBl EETAIH FCE THREE TEARS AND THEN DESTROI

ALCOHOLIC BEVERAGES PUBLIC STORAGE REPORT • ,

21

*

MCHTHLY REPORT OF CROWN AND LID MANUFACTURERS

> -

Form lo, t 26 AB '
Siaet 8J« x 13"
Datesi lSki - -
Quantity* 1 drawer (2 cubic feet)
File Arrangement! Alphabetical
Annual Accuraulationi Less than J cubic foot
Disposable Amountt 1 cubic foot

Jj^
Sise« 8^" x 13"
Datesi 191*7 - -
Quantity* 2 drawers (h cubic feet)
File Arrangementi Alphabetical
Annual Accumulationi § cubic foot
Disposable Amountj 2 cubic feet

Public storage or warehouse facilities accepting alcoholic beverages
must file with the Division an itemized schedule of receipts and
deliveries wade each month vith a summary for the month. The £ol-
loving forms are used for this purpose.

27 AB Alcoholic Beverages Public Storage Report - shows packages
on hand and the number delivered and received during the
north la three categories - wine, beer, or spiritc

27-1 J*B Public Storage Report of Beer, Wine, and Distilled Spirits
Received - shows date, receipt number, number of packages,
and from whom received

27-* AB Public Storage Report of Beer, Wine, and Distilled Spirits
. Slipped and Delivered - shows date, receipt number, num-
ber of packages, and to whom delivered

RKCOMNESDATIQHt RETAIH FCR THREE TEARS AHD THEN DESTROY

EXCISE TAI RETPRJ FOR KEKE AHD DISTILLED SPIRITS _ \. .

Form Ho. i 18 AB
Slaet 8£« x 11"
Dates* July 1952 - -
Quantityt 1 drawer (lj cubic feet)
File Arrangementt By^ear and alphabetical therein^
Annual Accumulationt 1 cubic foot
Audits State and Internal

CO
r >
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

SCHEDULE
NO. 219,
PAGE
NO. 11.

6. Recommendation
of Hall of Records
and Board of Public
Works.

22.

23.

Since «Ju3y 1°52 licensees have been able to purchase excise tax
stamps en credit* This monthly report submitted by the licensee
shows an inventory of the stamps on hand, the number acquired
during the month, any adjustments, and the tax determination.

RECOMMEHDATIOHl RETAIN FOB THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AHD THEH DESTROY.

REPORT Cg DESTROYED EXCISB TAX STAMPS

Form Ho. t $$ AB
Size t 8$» x 11«
Datest 1°U7
Quantityt 2 drawers (3 cubic feet)
File Arrangement* Alphabetical
Annual Accumulationi § cubic foot
Disposable Amountt l£ cubic feet
Auditt State

Licensees are credited for excise stamps for breakage, unsaleable
merchandise, and wholesalers who go out of business. The report-
ing form shows the quantity and denomination of the stamps credited*
After audit there is no further use for the report*

RECOMHEHDATIOHt RETAIH FOB THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AHD THEN DESTROY.

GENERAL CORRESPONDEHCB

Datest 1933 - -
Quantityt 7 drawers (XU cubic feet)
File Arrangement t Alphabft'M ̂ >a"\
Annual Accumulation.' $ cubic foot
Disposable Amount! 10 cubic feet

Correspondence concerned idth the functions of the Division. It is
vith Federal, State, local and other state agsnciesj civic, business
and professional organisations, individuals, etc* Correspondence
vith a licensee is filed in the licensee*s folder (Iten 10)*

RECOMMEHDATIOHs RETAIH FOR TERSE TftABfl AHD THEN DESTROY*
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2U.

25.

INVKSTJLOATION FILE (BALTIMORE OFFICE)

Form Ho. i 61 AB
Sizel o ^ x l l "
Dates I ISkl • -
Quantity* 51 drawers (1£ cubie feet)
File Arrangement i By county and alphabetical therein,

Baltimore City by street number
Annual Accumulation* 5 cubic feet
Disposable Amounts 15 cubic feet

All retailers licensed by the County or Baltimore City Boards of
License Commissioners' are investigated periodically by Division
investigators. The report shows the name and address of the
licensee, class of license, and type of establishment. Stocks and
sales invoices are checked against delivery invoices and acquisition
reports, stock and stamp perforations are examined, and compliance
with statutory requirements is noted. Remarks of the investigator
are included on the repcrt form. Any action on the part of the
licensee made necessary as a result of the investigation must be
taken immediately. All actions resulting in suspension, revocation,
cancellation, or restrictions are noted on the license record in
the license files of the Board of License Commissioner, the Clerk
of. the Court, and on the monthly report submitted to the Comptroller
by the Local Board (S«e Item 13). The previous reports are used by
the investigators for comparative purposes, however after five years
retention they lose their value for this purpose.

RECOMMENDATION. RETAIN FOR FIVE TEARS AND THEN DESTROY.

3TOMARY OF COUNTY INVESTIGATIONS (BALTIMORE OFFICE)

Fora Re.i 61-2 AB
Size. 8§» x 13"
Datest 1951 - -
Quantityj 1 drawer (2 cubic feet)
File Arrangement* By county and Baltiraor

grt«»ni therein
Annual Accumulation j § cubie foot

This summary is prepared at the time Division investigators complete
their investigations in & county* It shows the number and type of
violations by retailers or wholesalers. A narrative comment dls-.
cussing, in general, conditions surrounding the f"*TQ of aTroholin'
beverages in the county is included as a part of the report* v

[Attached to the Summary is Fora 6$ AB which shows, daily, the number
[of visits made, and type of establishments and licensees visited
each day. There is no use made of these records after five years.

ISCOMMENDATION. RETAIN FOR FIVE TEARS AND THEN DESTROY
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ACCOUNTING

Datesi 191U
Quantity! 2$ cubic feet
File Arrangementi Chronological
Annual Accumulation! 1 cubic foot
Disposable Amount* 10 cubic feet
Audited byi State

This item includes all standard accounting forms used by State
agencies as supporting data to the final book of entry. The final
book of entry is to be retained permanently. Specifically these
supporting records ares

Comptroller of the Treasury

Fora Ho.

E-l-S
E-l and E-i
CD-I
B-2 (formerly KR-2)

Distribution of Charges
Tranandttal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Funds Collected and

Deposited
Distribution of Unexpended and Obligated
Balances

Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

1-A
i»7-A
100-16
39-A and liO-A

GF-1
100/21*
27-A

26-A
$2
$1

Ee<(uisition for Supplies
Purchase Order
Out-of -Schedule Requisition for Supplies
Stares Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Emergency and Repairs Report
Copy of Contract Airarded
Copy of Contract Aaarded
Delivery Invoice
Notice of Award of Contract
Credit Memorandum
Report of Partial Delivery

> s

B "

Date

Budget Bureau (Department of Budget and Proc*

BB-1 (Rev.)

B.P. Inv. KL01
B.P. Inv. E102
B.P. Inv. 6

Formerly BB-1 and BB-2
Budget Schedule Araendment Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory

(annual)
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27.

BB-ltO Bequest for Position Action
Budget Form Bos.
1 thru XI Budget Estimates Fiscal Tear (13 pages includ-

ing farm statement)

Others

Vendors Invoices
Bank Deposit Slips
Bank Deposit Receipts

72-1 AB Automobile Expense Record
Expense Account

7U AB Report of Investigators Daily Calls
82 AB . Receipts and Forms Bandied During Month

(Statistical)
85 AB Receipts from Beer Tax Returns and From Sale

of Beer Crowns and Stamps (monthly)
60 AB Monthly Report of State Funds Collected and

Deposited
1-1 AB Claim or Refund

Ledger Cards
Non-Beverage Book Control
Salaries Book
Paid Assessments
Paid Service Charges
Refunds (Cash)
Budget Credits
Expense Ledger
Stubs of Licenses and Permits Issued

RECCMHEHDATIOHs RETATEI FOR THREE Y£ARS OR UNTIL AUDITED, WHICHEVER
IS LATER, ,AHD THEN DESTRCT

ACCOUNTIKO RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GEHBRAL
RECORDS RETENTION SCgEtJULBl

PAYROLL (PRIOR to July 1, 15J>3)* The agency copy of this payroll
fora is to be retained for five years or until audited, uhlchever
is later, and then destroyed. (General Schedule No* G-l, Item 1-d,
approved by the Board of Public Works, January 11, 19%).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No. 0-2. Item 1-d, approved by the Board of Public Works,
January 11, 1°5U)«

PAYROLL EXCEPTIONS, Additions and 49BpG>M»— The agency copy is
to be retained for three years or until audited, whichever is later,
and then destroyed. (General Schedule No* 0-2. Item deb, approved
by the Board of Public Works, January 11, l & U ) .
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28.

29.

PAY WARRANTS - The agency copy is to be retained for three years or
until audited, whichever is later, and then destroyed. (General
Schedule Ho. 0-3, Item 3* approved by the Board of Public Works,
(May 10, i o & ) .

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever ie later, and then destroyed.
(General Schedule Ho. 0-it, Item 3* approved by the Board of Public*
Works, Hay 10, lSSh).

TRANSMITTA1 FORM E-l or E-| (Comptroller of the Treasury Fora) is
to be retained for three years or until audited, whichever is later
and then destroyed. (General Schedule No. G-5>, Item 3* approved
by the Board of Public Works, May 10, 19$k).

MASTER AUTHORIZATION

This state-wide form of the Ccramissianer of Personnel is the authori
satian for entering the eng&oyee*s name era the payroll or for making
any changes in the pay rate. It also shows all pay deductions.

RECOMMENDATION t RETAIN WHILE EMPLOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER IS
LATER, AMD THEN DESTROY.

LEAVE RECORDS

File includes the following recordst

Leave record card • Form SEC 128 - A • a standard state-vide
form prepared annually- for each employee

Leave applications
Doctor's certificates
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RSCOMMEBDATIOfft RETAIN FOR THESE YEARS OR UNTIL AUDIT, WHICHEVER
IS LATER, AND THEN DESTROY.

Date D:C i O -J -
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